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Exercise 6: Adding a Group Sort

Lesson Description

The exercise in Lesson 6 creates a report that displays unread PCMS User Messages by Cardholder
Name and Account Number.

Training Objectives

At the conclusion of this lesson, PCMS Area Program Coordinators and Local Area Program
Coordinators will be able to:

1. Add a Group Sort.

Methodology

This lesson will be delivered as an Instructor-led exercise.

References. None.

Enclosures. None.
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Exercise 6: Adding a Group Sort

Preparation. Using your PCMS Username, log on to Discoverer

x
— Connechion
Connect I
I zername: ||
Cancel |
Pazsword: I
Help |
Connect; Ipl:mspn:ud
About. .. |
— Statuz

Fleaze enter your uzername. pazsword and the databaze name.

Figure 6-1

Creating the Basic Query / Report

Step 1. At the initial Workbook Wizard page, select Create a New Workbook and Table, and click

Mext » |

"What do you want bo do?

E Create a new warkbool:
E;.ql Open an existing workboolk,

How do wou want o dizplay the resultz?

I3 Table B5| PageDetal Tabie
El Crozztab El Fage-Detal Crozzstab

& Table displayz data in rows and columng. Click Mest o continle.

Figure 6-2
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Step 2. Next, open the Account Message folder from the Available column on the left, by clicking on
the #.

#- ] Accaunt Message

Figure 6-3

Select the following fields:

1. Region

2. Unit

3. Sub Unit

4. Account Number
5. Message Status

#- ] Credit Card

Figure 6-4

Next, open the Credit Card folder from the Available column on the left, by clicking on the #, and select
Cardholder Name / Prop Number. When this action is completed, the Selected column on the right-hand

side of the page should appear like Figure 6-5 below. If yes, click _ MNet> | to proceed.

= Account Message
l:;'j Reqgion
-Ligh Unit
L sub unit
>E|":| Account Murmber
+ L Message Status
—ﬁ Credit Card

#-_ g Cardhalder Mame | Prop Mumbet

Figure 6-5

Step 3. No customization of the layout of the report is required, so click _ N> | and proceed to the
next Workbook Wizard page.
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Step 4. To set the conditions for your query/report, click the = next to All Items. Once again,
depending on the permissions granted to your Username, you may want to set conditions for Region, Unit
and Sub Unit, as done in previous lessons. Then select Message Status, and click _ Nen. | . In the
Condition field of the New Condition window, click =lto open the drop-down list of conditional
operators. Select the Equal Sign (=) conditional operator, enter ‘U’ in the Value(s) field, and click

. See Figure 6-6 below.

® New Condition [ -0l x|

Marme: IMessage Statuz ="'

V' Gererate name autamatically

Description: I

Location: @

— Farmula

Item |C|:|n|:|iti|:|n| Yalue(s) Advanced |
Message Status j = _j u ;I
| i3

1]
¥ Match case

0k, Cancel | Help

Figure 6-6
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Your query/report is ready to run. Click on and your report will appear.

Your results set table should now appear similar to Figure 6-7 below. Once again, the Account Number
column has been deliberately compressed for security.

Region | Unit | Sub Unit |unt MNu| Message Status (R/L) | Cardholder Mame #/ Prop Number

1 o 05  |000o0 002005|U BARB RASH
2 m 05 |000o0 002005|U BARB RASH
3 o 05  |000o0 0020050 BENMIE WEDDLE
4 m 05 |000o0 0020050 BENMIE WWEDDLE
5 o 05  |000o0 0020050 CAROL A SMITH
B m 05 |000o0 0020050 CAROL A SMITH
7 o 05  |000o0 0020050 CAROL A SMITH
8 m 05 |000o0 0020050 CHARLES A LAWRENCE
9 o 05  |000o0 0020050 CHARLES A LAWRENCE
10 m 05 |000o0 0020050 CHARLES A LAWRENCE
1 o 05  |000o0 0020050 CHARLES A LAWRENCE
12 m 05 |000o0 0020050 CHARLES A LAWRENCE
13 o 05  |000o0 0020050 CHARLES A LAWRENCE
14 m 05 |000o0 0o02005tU CONMIE CRAWFORD
15 o 05  |000o0 002005t U CONMIE CRAWFORD
16 0 05 |000o0 002008t U CONNIE CRAWFORD
17 o 05  |000o0 002005t U CONMIE CRAWFORD
18 0 05 |000o0 002008t U CONNIE CRAWFORD
19 o 05  |000o0 002005t U CONMIE CRAWFORD
20 0 05 |000o0 002008t U CONNIE CRAWFORD
21 o 05  |000o0 002005t U CONMIE CRAWFORD
22 0 05 |000o0 002008t U CONNIE CRAWFORD
23 o 05  |000o0 002005t U CONMIE CRAWFORD
24 0 05 |000o0 002008t U CONNIE CRAWFORD
25 o 05  |000o0 002005t U CONMIE CRAWFORD
26 0 05 |000o0 002008t U CONNIE CRAWFORD
27 o 05  |000o0 002005t U CONMIE CRAWFORD
28 0 05 |000o0 0020061 U DEBEIE GOIN

n1 ne  Innnon OO0 NER| L FISHER

A [+ sheet 1 Ml I

Figure 6-7
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Your initial results set has several columns of data, which are repetitive and unnecessary. Return to the

Edit Sheet page and customize your report, using techniques learned in previous lessons, to group data by
Cardholder Name / Prop Number and Account Number, and to hide redundant data contained in columns

such as Message Status. See Figure 6-8 below.

Calurin | Direckion |

EFoup | Line | Spaces

1 | |Accownt Amber Lo to Hiﬂ Gro

2 || Carchoider Afame / Frop Amder Lo ko Hi j aro

up Sark jl—_ﬂ 0 ili
up Sark ;Il—j 0 ﬁ

(]

3 | |region LotoHi —  Hidden = -

4 | [unit La to Hi :II Hidden x| -

Tﬂrﬂessage Status La ko Hi j Hidden ;! —
Figure 6-8

Your new, more manageable report should appear similar to Figure 6-9 below. The Account Number

column is truncated for security.

unt Mu| Cardholder Mame f Pro

p Mumber

aoooo1| MARY F MAHALOWICH

O0oo0M| ROGER MCKENZIE

aoooo1|JEAMME REIEMAN

O0000&| 4 1C KT GRIMB

Figure 6-9
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Exercise 6: Adding a Group Sort

Finally, save your report by clicking on = , selecting a computer or the database for storing your report
(Figure 6-10), and saving this report as Unread Messages (Figure 6-11).

Save Workbook 1

where do you want to zave this waorkbook?

tp Computer
IQ Database

Tao zave a workbook to your database account, click Save.

Save.. I Cancel Help

Save Workbook to Database

Figure 6-10

Ayailable waorkbooks:

Uitz
Uitz
!_!nits

2800 and Ower
Account Humbers
Check Tranzactons
Erercize #2
Reqions

Units - Region 01
Unitz - Begion 05

- Begion 08
-Redion 1

- Reqgion 10
- Region 19

M ame:

L |

Irread Messages

Save Cancel

Help

Figure 6-11

Summary. In this lesson/exercise, you successfully created a report identifying PCMS Users with
Unread Messages. In the next and final lesson/exercise, you’ll create a report to display disputed

transactions, sorted by account

number.
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Exercise 7: Group Sorts & Editing Results

Lesson Description

The exercise in Lesson 7 creates a report that displays unread Disputed Transactions sorted by Account
Number.

Training Objectives

At the conclusion of this lesson, PCMS Area Program Coordinators and Local Area Program
Coordinators will be able to:

1. Add Group Sort options while creating the initial query/report in Workbook Wizard.
2. Edit text properties and column size in the initial query results set.

Methodology

This lesson will be delivered as an Instructor-led exercise.

References. None.

Enclosures. None.
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Preparation. Using your PCMS Username, log on to Discoverer.

x
— Connechion
Connect I
I zername: ||
Cancel |
Pazsword: I
Help |
Connect; Ipl:mspn:ud
About. .. |
— Statuz

Fleaze enter your uzername. pazsword and the databaze name.

Figure 7-1

Creating the Basic Query / Report

Step 1. At the initial Workbook Wizard page, select Create a New Workbook and Table, and click

Mext » |

"What do you want bo do?

E Create a new warkbool:
E;.ql Open an existing workboolk,

How do wou want o dizplay the resultz?

I3 Table B5| PageDetal Tabie
El Crozztab El Fage-Detal Crozzstab

& Table displayz data in rows and columng. Click Mest o continle.

Figure 7-2
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Step 2. Next, open the Transaction Dispute folder from the Available column on the left, by clicking on
the #.

#- ] Transaction Dispute

Figure 7-3

Select the following fields:

1. Dispute Code
2. Amount

3. Dispute Date
4. Description
5. Resolved Date

#- ] Card Transaction

Figure 7-4

Next, open the Credit Card folder from the Available column on the left, by clicking on the #. Select the
following fields:

Region

Unit

Sub Unit

Account Number
Transaction Amount
Merchant Name
Purchase Date
Program Code

XN R WD

When this action is completed, the Selected column on the right-hand side of the page should appear like
Figure 7-6. If yes, click et g proceed.
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Exercise 7: Group Sorts & Editing Results

—ﬁ Card Transaction
|__ﬁ Program Code
[;’:‘l Region
L Unit
- Lg 5ub Unit
+|__ﬁ Account Murnber

—D Transaction Amounk

E’t SUM
+E|:':| Merchant Mame
+ L g Purchase Date

—ﬁ Transaction Dispuke
G‘j Dispute Code
—D Arnounk
} SUM
+[ﬁ Descripkion
G‘j Dispute Date
Eﬁ Resolved Date

Figure 7-6

Step 3. No customization of the layout of the report is required, so click _ M | and proceed to the
next Workbook Wizard page.

Step 4. To set the conditions for your query/report, click the = next to All Items. Once again,
depending on the permissions granted to your Username, you may want to set conditions for Region, Unit
and Sub Unit as done in previous lessons, to limit the size of the results set returned. When completed,

click _ N> | and proceed to the next Workbook Wizard page.
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Step S. To add a new Group Sort, click M . Add a Group Sort to Account Number, and select
the Hidden option for Region, Unit, and Sub Unit. See Figure 7-7.

Column | Direckion | Eroup | Line |Spaces |
1 | |Accowné Mtmbear Lo ko Hi —I Group Sork jl —L‘ 0 +|
z | |Region Lota Hij Hidden x| -
3 | |unit Lo to Hij Hidden ¥ -
Zﬂﬁuh Uniit Lo ko Hi j Hidden ¥ -
Figure 7-7

Your query/report is ready to run. Click on and your report will appear. Your results set table
should appear similar to Figure 7-8 below.

RETET
2 File Edt Wiew Sheet Format Tools Graph Window Help _|ﬁ'|1|
AFHER IOOT A3 ul B8 H = x|
[ v DA e zull====6 . @w= W J
Dispute Code | Amount SUM Dlescription =

» 1 1" -§3.71 [Was accidental key punching error, where | hit "D" instead of "A" for approving. Was never intended to be disputed to begin with.

»2 1 $750.38|SALES TAX OF $353.05 HAS NEVER BEEN CREDITED.

»3 3A $3.71

» 4 94 $100.00{THIS WAS CANCELLED PRIOR TO HAPPEMING

r5 B $137.81|THE SALES TAX HAS BEEN CREDITED ON THIS INVOICE, BUT THE LAMINATOR WAS QUOTED A PRICE $99.99 NOT THIS
rB 1 $385.50(7/5 - Checked transactions & found charge for SV Air, 722, This is not valid, | did not autharize aitline tickets. Called SV Air to ct
7 1 $403.00{7/8-card used for plane tickets, unauthorized. Card has been cancelled and bank security notified.

» B 1 $403.00{7/8-Card used for plane ticket, unauthorized use. Card has been cancelled and reported to bank security.

»9 3A $22.20|Ordered in May-before | left the Rio Grande Mational Forest. | called my superisor and the purchasing agent on the RGNF and the

+ 10 34 $53.00 [LUIMKNOWN AMOUNT

1 34 F16.58 [UNKNOWN AMOUNT

r12 2 §377 22 |PREVIOUSLY PAID DATE OF PURCHASE 08-21-2001

r13 34 $1,141.91

([P T4 sheet 1 Kl | »

For Help, press F1 l_ UM

Figure 7-8
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Note that the Description column of your initial results set is extremely long. To reformat this column
and improve the readability of your report, click on the Description column heading. This action will
select the entire column for editing actions.

Next, right-mouse click anywhere on the highlighted (Description) column. This action will call a menu
of options to edit the column. See Figure (7-9). Select Format Data.

Foemat Heading. .

Farmat Extepbon...

Cobumn Widch.,,
Cohemn Auta Ses

Group Sort
Sort Low B High
Sort High bo Low

Shiows Valaes....

Figure 7-9
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Exercise 7: Group Sorts & Editing Results

The Format Data window will appear. Click on the Alignment tab, and then click the Wrap Text
checkbox as shown in Figure 7-10 below.

Fomatoata zl
Font Alignment | Background Colar | Texk |

—Haonzontal—————— — Wertical

i Left % Top

" Center £ Center

" Right £ Biottom

V¥ “Wiap Text

Sample
“ﬁxaahc:cwzz

k. I Cancel Apply Help

Figure 7-10

Next, click 222 | and 1. To adjust the width of the column, place your cursor on the column
margin, hold down the right-hand mouse button, and adjust the column margin by sliding the mouse to

the right or left. See Figure 7-11 below. Text within the column will automatically wrap to fit the space
available.

| Amount SUM | Description @ Dispute Date |

Figure 7-11
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Your altered result set should look similar to Figure 7-13 below. Note that the column length has been
significantly reduced from your initial results set, the longer text strings in Description are wrapped
within the column, and that other adjacent columns can now be viewed without using the horizontal
scroll bar at the bottom of the screen. Continue to adjust your results display until the appearance meets
with your satisfaction.

Digpute Code | Amount SUM Description »  Dispute Date + Resolved Date | L%
r1 11 -53.71 WWas accidental key punching error, where | hit "D" instead of "A" for approving. Was |03/05/2002 12:00 am |03/01,2002 o
never intended to be disputed to begin with.  Please re-credit the merchant.
k2 1 §750.38 |SALES TAX OF $35.05 HAS NEVER BEEM CREDITED. 05/28/1999 12:00 am e
k3 34 $3.71 02/01,/2002 12:00 am
ki a4, $100.00 [THIS Was CANCELLED PRICR TO HARPEMING. 05/28/1999 12:00 am
b5 g $137.81 |THE SALES TAX HAS BEEM CREDITED OM THIS INWOICE, BUT THE LAMINATOR |05/25/1933 12:00 am
WAL QUOTED A PRICE §92.99 NOT THIS HIGHER INVOICE PRICE. | CALLED
T GET CREDIT, BUT IT STILL HAS BEEM RECEMNED.
» G 1 $395.50 (745 - Checked transactions & found charge for SW Air, 7/2. This is nat valid, | did not |07,/08/2002 12:00 am ]
authorize aitline tickets. Called SW Air to check who used my CC and Dana told me
it was used for 2 tickets on 743 also. She faxed me copies.
w7 1 $403.00 |7 /5-card used for plane tickets, unauthorized. Card has been cancelled and bank 0792002 12:00 am  |07/30,2002
security notified.
] 1 $403.00 7/5-Card used for plane ticket, unautharized use. Card has been cancelled and 07/09/2002 12:00 am  |07/30/2002
reported to bank security.
»a 3A $22.20|Ordered in May-before | left the Rio Grande Mational Forest. | called my supervisor 12042002 12:00 am o
and the purchasing agent on the RGNF and they told me they have not received the
merchandise. | have called Staples and they are checking on it.
¥ 10 34 $63.00 |LIMKNOW AMOUNT 104262001 12:00 am o
r 11 34 F16.58 |LINKNOWE AMOUNT 094192001 12:00 am  |10/31,2001
k12 2 §377 22 |PREVIOUSLY PAID DATE OF PURCHASE 08-21-2001 02419/2001 12:00 arm  |10/31/2001
r13 34 F1,141.91 104312001 12:00 am  [10/31/2001
A[F [ sheet 1 M+l | _>|_I

Figure 7-13
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Finally, save your report by clicking on = , selecting a computer or the database for storing your report
(Figure 7-14), and saving this report as Dispute Report (Figure 7-15).

ﬂ
where do you want to zave thiz waorkbook?
tAp Camputer
IE Databaze

To zave a workbook to pour database account, click Save,

Save. . I Cancel Help

Figure 7-14

Ayailable waorkbooks:

2800 and Ower .
Account Humbers
Check Tranzactions
Dizpute Repart
Erercize #2
Reqions

Unitz - Region 01
Unitz - Begion 05

- Region 05
Units - Region 1
IIniits - Fregion 10 |

M ame;

Dizpute Report

Save Cancel Help

Figure 7-15

Summary. In this lesson/exercise, you successfully created a report containing detailed information on
Disputes. In the next and final lesson/exercise, you’ll learn to share reports with other users, and to
delete obsolete reports from the database.

PCMS / Oracle Discoverer Training Guide Page 9 of 9
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Exercise 8: Sharing or Deleting Reports

Lesson Description

Lesson 8 provides Oracle Discoverer users with the ability to share useful reports with other users, or to
delete unneeded reports.

Training Objectives

At the conclusion of this lesson, PCMS Area Program Coordinators and Local Area Program
Coordinators will be able to:

1. Share a report with another user.
2. Delete a report.

Methodology

This lesson will be delivered as an Instructor-led exercise.

References. None.

Enclosures. None.
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Preparation. Using your Fleet Username, log on to Discoverer

x
— Connechion
Connect I
I zername: ||
Cancel |
Pazsword: I
Help |
Connect; Ipl:mspn:ud
About. .. |
— Statuz

Fleaze enter your uzername. pazsword and the databaze name.

Figure 8-1

Sharing Workbooks

When logging into Oracle Discoverer, the first Workbook Wizard page will automatically appear. Close
this page by clicking on the Xl in the upper right-hand corner. See Figure 8-2 below.

1=
Figure 8-2

Next, go to the toolbar, and select File>Manage Workbooks>Sharing.

1 Exardse 3
2 Fuel Purchases by Merchant:dal) #@ipemsprod
3 Exarcise 7

4 Crosstab & Graph:dal 1 4@pcmsprod

Exk

Figure 8-3

PCMS / Oracle Discoverer Training Guide Page 2 of 6



USDA

=
Exercise 8: Sharing or Deleting Reports

This action will open the Share Workbooks window. See Figure 8-4.

Share Workbooks x|

Workbook - = User I User - = ‘Workbook I

Workbook: |2EDD and Ower j

— Uzerz

Awailable Shared

AMOTD f’
AMOTOF
AMOZE

EMO37
&M053

Ak053A wbd > |

Ab053F
AMOSE < Deletes |
A0

amM0a3

Ab1000
Aibd 1001 fut
i _'I_I

Ok Cancel Help

Figure 8-4

The Share Workbooks window has two (2) tabs, the Workbook -> User tab and the User -> Workbook
tab. The Workbook -> User tab is used to provide one or more users access to a single report. The User
-> Workbook tab is used to provide multiple reports to a single user.

To provide one or more users access to a single report, from the Workbook -> User tab, first select the

report to be shared from the Workbook: list (Figure 8-5) by clicking on Zland selecting the report by
name.

Wfiork boak; I 2800 and Dver - |I

Figure 8-5
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Next, select a single user by clicking on their User ID from Available list in the Users window. See
Figure 8-6.

—lzers

Ayailable Shared

amonn ﬂ
AmMO10F
AM025

akis3

Abd05E4 > Add |
ah053F

Ak 056 < Delete |
Ak058

akig3

AM1000
ﬂxﬁ'l N _Ij
4 4

Figure 8-6

To select multiple users, hold down the Ctr/ key, and click each shared user with your mouse. Once
you’ve highlighted the shared user or users, click _ ohad> | , and the user name(s) will be moved to the

Shared list. Then click , and the report you selected for sharing will immediately be available
to the user(s) you selected.

To share multiple reports with a single user, first click on the User -> Workbook tab on the Share
Workbooks window. (See Figure 8-7)

]
‘Workbook - User User - Workbook I
User: [amotn =l
—workbaok,
Available Shared

2500 and Over
Account Numbers
Accounting Report
Check Transactions

> Add |
% Delete < |

uel Purchase by
Fuel Purchase by Quark
Fupl Purchases hu Mirlll
4 *

aK | Cancel | Help |

Figure 8-7
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Exercise 8: Sharing or Deleting Reports

Next, select a User by clicking = on the User: field drop-down menu, and selecting a User ID from the

list. See Figure 8-8.

zer | AkOT0

-

Figure 8-8

Once you’ve identified a User, select a report or multiple reports from the Available list, and click

L #s | (See Figure 8-9), which will return you to the Share Workbooks window. Click :
and the report or reports you selected are immediately available to the User selected.

—Wiarkboaoks

Ayailable

2500 and Ower
Aocount Mumbers
Accounting B epoart

Crozztab & Graph

Dizpute Repart
Exercize #2

Fleet Test Query
Fuel Purchaze by (1
Fuel Purchase by G

Check Tranzactions

Date Ranges and Colu

> idd » |
< [elete g |

Liark

arh
Fugl Purehazes bo h-'lirlj
4 I I 3

Shared

Figure 8-9
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Deleting Workbooks

Over time, you will likely find you have reports (Workbooks) stored in the database, which you neither
need nor want... so DELETE them.

Go to the tool bar at the top of the Oracle Discoverer window, and select File>Manage
Workbooks>Delete. This action will open the Delete Workbook from Database window.

Delete Workbook from Database

Chooze warkbook[z] to delete:

Dizpute Repart -
Exercize #2 _I
Fleet Test Query

Fuel Purchaze by Quarter

Fuel Purchase by Quarter w2
Fuel Purchazes by Merchant

[x

Mezzans Repart

F'ru:uE-"v"-:uiaier MHumberz

Units - Region 01
Unitz - Region 05
Unitz - Region 03
Units - Region 1 lI

| I I | N TR 1 a ]

Delete I Cancel Help

Figure 8-10

Click on the report or reports you wish to delete, and then click on . The report or reports
selected are immediately deleted from the database.

Summary. In this final lesson/exercise, you learned how to share a report or reports with a single or
multiple Users. Additionally, you learned how to delete obsolete reports from the database.

This is the final lesson for PCMS Oracle Discoverer users. By applying the knowledge and experience
gained in this and previous lesson/exercises, you are well prepared to begin creating your own custom ad
hoc reports. Retain and use these lesson/exercise outlines to assist you in this endeavor.
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